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Schools Cash Office
Income Administration Software

Quick Reference Guide
Dinner Money

How do | enter meal choices?

1. Click on the main Dinners tab
and then select the class from
the drop down

N7

|| selecteass:  [108-miss Chimbar - Selectaccount  |Able,Benjamin (108) 101 - |
[« 260372012 02042018 osin42018 > 0] I "
Pupil neme M T wlT [ FImM T wlT[F T [w [ T]F ISt Dinner notes Account notes TR
Basry, Rani Payment M Paid: 0.00 Credit: 2.00 Meals: 1 Nut allergy -~ B
Blundell Justine Payment M Faid: 0.00 Owing: 2.00 Meals: 1 Nut allergy Sibling
Callar,Morwen Payment M Paid: 0.00 Owing; 2.00 Meals: 1
Corleane Vito Payment M Paid: 0.00 Credit: 0.00 Needs with cutlery | Egg alleray Select mode...
Craddock, Penelope Payment M Paid: 5.00 Credit: 7.00 Meals: 1
Davies Olivia Payment M Paid: 0.00 Owing: 2.00 Meals: 1
Doone Felicty Payment M ,/
Fauzi.Ahmad Fard Payment v
Guthrie Jessica Payment M, / / 2 . Enter the \M‘
Harker,Mina Payment Key
e i meal codes Vaid entres:
Hutchence, Paulstte Payment
Kert,Lewis Payment
Kusterica,lvanka Payment Paid: 0.00 Credt: 0.03
Mccartney John Payment Paid: 13.00 Credi: 16.00
Minogue. Kayleigh Payment Paid: 0.00 Credt: 3.00
|| Naipaul Madhur Paid: 0.00 Credit: 2.00 Meals: 1

2. Select
Kitchen report

0 Dinner money reports
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3. Ensure the
date is selected
and click ‘OK’
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Select report
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b | Sibling |

Select mode.

Set meal preferences
Dinner money transfer
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Include meal codes
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Include mesl and nor-mesl codes
Display summary only

‘Show account notes
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Showuriverssl fres school mesls sesarsiely
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How do | print a list of pupils who have ordered a
meal today?

1. Select
Reports

2. Select

report : _
' options and click

2 *
°Dinnermoneyrepons ) 'P ;.; ; » &lg

Select report

v Dinners today }
3. Review the
[ s ]

Sibling

Select mode...

Set meal preferences
Dinner money transfer

Key

Di tod: ort selecti
0 linners today report selection -_

- s |
@ Payment activity report [ d Weekly reconciliation Select date of report 13 Oct 2014 B~
® > .

I i New page for each class

e ® [———

‘Show account notes &

B[ v | B[ e |

How do | enter cash and cheque payments for
dinners?

* _S:huols Cash Office » -

Dinners | Extended day | Income | Accounts | Expenditure |
Selectclass:  10B - Miss Chimbar ~
1. Select the
K] ooz | /S ¢ ) Enter Dinner Money payment details. ~

Pupil name: y T lw T[Fl)/ Paym ent bUttOh - —
Able. Benjami Payment | | | |
i e I S next to the name of AbleBenjamin
Basry.Rani Payment N\ .
Bluaing e the pupil
Callar Marvien PR Select: @ Payment © Refund (© Wit off balance
Carleone,Vito Payment
Craddock, Penelope Payment Specify the payment type:
Davies,Olivia Fayment @ Cash
Doone, Felicity Fayment -
Fauzi Ahmad Farid Fayment @ Cheque
Guthrie. Jessica Payment . _—
Harker.Mina Payment IR
Heaney Seamus Payment £ Onaccount
Hutchence, Paulette Payment -
Kent Lewis Payment Available account balance: 0.00
ek~ Poynen 2. Select the
Meccartney, John Fayment

Forren payment type, I\

Fayment

enter the amount
. Enter payment amount: 10.00
and CIICk Show receipt after payment?
‘ .
Confirm My
H
payment
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How do | check the total income | have entered?

1. Select
Reports
2. Select
v Payment
activity report 3. Select the date

' range and click
V oK’
- ° Dinner money reports. i - ? ;; ; - @g < 7
Select report

. - | Q@ Payment activity report selection ==
& S e
© »

Set meal preferences
Dinner money transfer
Key

Select report dates:

Today

This week:

Last week

Select month ©

Month Oct 2014 -

Custom

AR
€[ e | @ e

From 13 0ct 2014 @~

Until 130ct 2014 @

All dates

Select class: <All classes>

Select payment method <Alpaymentmethods> v

Include staff

How do | reconcile at the end of the week?

1. Select
Reports

2. Select

v Weekly

reconciliation
| v

@ Dinner money reports - l - ;; : -

= ‘ Sibling |
Select mode.

Set meal preferences

Key

Select report

. 3. Select the date
&) [Pttty et d range and click

R oK
B [ s | @ e N~

Q Weekiy reconclation selection )
Report date range
Select report dates

This week @
Last week

Custom

\Week beginning 13 Oct 2014
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How do | send letters to chase for debts?

1. Select
Reports
P 2. Select
v Generate mail
merge
I
\/l 3. Select the
e template required
o — @ 2 —— and click
= & & Generate
F @
Key
(@ [ termmosoingmime | (G [ Froeschoo e s | Qoenemtemaimerge s
| Options
Accounts with dinner money credit?
Recipients
Select recipient:
<No accounts with debt> -
Filters

Pupils Staff

/ Options
TEiTII]lEtE-‘S Attach statement report? !
Report date filter
Select template:
U
<Create a message:> Templates
dE-‘btdiﬂﬂE-‘fFEES %::\r:c;‘tttemplate:
. . . =3
debtdinnernvoice destdmetons i
i debtdinnerinvoice
debtdinnertemplate
' |
Email Text
I Generate I [ Cancel ]

Support

If you have any queries please click the help button to access the online Help Centre or

contact our Customer Support team.

Email: support@tucasi.com
Telephone: 0844 800 4017

@ Help

SCO v2.4 Quick Reference Guide — Dinner Money 4 April 2018 v1


mailto:support@tucasi.com

